| MAIL 
= “SUPREMACY! 


Have COMPLETE CONTROL of your mail distribution with this 
efficient, highly functional Mail Distributing Cart. Allows fast, 
accurate pickup, sorting and delivery of office mail... saves time, 
reduces costs. LARGE CAPACITY for legal size hanging folders in 
Spacious top compartment, plus 2 lower compartments, DURABLE 
CONSTRUCTION, nickel chrome plated frame, compartments of 


to handle and maneuver 
EXTRA LARGE CAPACITY MODEL M-104 holds 100 legal size hang 


for bigger jobs 


and equipment... design your new mailroom! Details in catalog 
WE'LL SEND YOU COMPLETE DETAILS AND PRICES IN 
OUR FREE ILLUSTRATED FOLDER... WRITE OR CALL NOW: 
W. A. CHARNSTROM COMPANY 
8127 Pleasant Ave. So., Minneapolis, MN 55420 
Toll free number: (800) 328-2962 





rustproof, double coated baked enamel finish. LIGHTWEIGHT, easy 


ing file separators. Larger size, same features, similar construction 


FREE! We'll analyze your mailroom setup ...recommend procedures 
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We can help you 
get rid of a 
continuous problem 


DATA-SHRED 


No folding. No tearing. No bursting. 
Just feed the first sheet of your con- 
tinuous computer printout into DATA- 
SHRED’s extra-wide, 16” throat and 
the rest of your paper shredding 
problem is taken care of . . . auto- 
matically. 

The quiet, compact DATA-SHRED 
gives you unreadable %4” shreds, up 
to 1000 pounds per hour. 

For more information about DATA- 
SHRED and our complete line of 
paper shredders, write or phone today. 


INDUSTRIAL SHREDDER 
AND CUTTER 
COMPANY 


103 MILL STREET 
SALEM, OHIO 44460 
Phone (216) 332-0024 


FREE 
10-DAY TRIAL 
%) 
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Acco’s World Headquarters 

Acoustical Enclosures Deaden Machine Sound 

Acoustical Privacy, Open Offices Require, J. Peter Detgen 

Ad Agency’s Office Is for Creative People, This, Lawrence Lerner Mar., 

Addition, Air Products & Chemicals’ Spacious Office 

Administrative Support Are the Basis of Future Offices, Word 
Processing and, Richard G. Holt 

Automating the Office, The Responsibilities of, 
Dr. Theodore J. Williams 

Art Collection, Sony’s Office ... 


British Equipment, Exchange Rate — ous a 
Ronald H. Watson 


Calculator Terms, Glossary of ‘icine. 

Calculators Get Better and Better, Electronic, Theodore J. Wirth Mar., 

Calculators, Programable, Charles J. Sippl Mar., 
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Copier-Duplicator Serves for Long and Short Runs . 

Copier-Duplicator System, Commercial Printer Likes . 
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William L. Coggshall & Monica H. Camahort .. .... May, 
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Credit Management for the Office Manager, George A. Wolz . . Jan, 
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Richard P. Jones 
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Dictating Equipment, Suppliers of ; . Feb 30; June, 
Dictation Is Routine at Hardinge Word ns Center, 
Technical . eee 
Document Processing at Jet Propulsion Lab. Soy dare & caro SS 
Duplicating Processes, The Offset, Spirit and Stencil, 
Theodore J. Wirth 
Duplicators, Collators and Sorters, Suppliers of 
Duplicators Save Money for Fund-Raising Specialists 
EDP, Your Hedge Against Inflationary, Martin A. Morris Jr. . 
Electric Typewriters and Word Processors, Comparing the Benefits 
and the Costs of, Ray C. Oman 
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Employee Relations, Right or Wrong in .... 
Apr., 157; May, 73; June, 
Energy, Saving Office Building . June, 
Environment, Developing the New Office, Theodore R. Combs ... Jan., 
Experience, Gauging Business Talent by, Charles A. Dailey 
Expo-sium 77 Word Processing Seminar and Show in Milwaukee . Feb., 
Facsimile for In-Plant Departments, Charles E. Tyzzer Jr. ...... May, 
Filed Data, Management Requires Easy Access to, 

Louis F, Oldershaw :\, Jamis 
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Forms, Continued Importance of Continuous, Robert W. Houk ... Jan., 
Forms Industry, The Status of the Independent, Edward T. Foley . Jan., 
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Graphics 77 in Los Angeles . .... May, 
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Japan, The Progress of Office Automation in, Saichiro Kaneko . 
Job Applicants, Why Employers Turn Down Some 

Laminating Business Grows Quickly in the Northwest .... 
Landscape Symposium Next Month, Office 

Layout, Six Steps to Making an Office, Richard Muther 
Lighting Fixtures for Landscaped and Other Offices 


Manage, No. 1 Problem Is that Managers Don’t, Harold S. Hook : 
Manager’s Vocabulary, Two Costliest Words in a, Stanley C. Gross Jan., 
Microfiche, U. S. Customs’ Identification Numbers Are Filed on .. Mar., 
Microfilm Applications, Kodak Has a Thousand 

Microfilm, Blending the Advantages of Paper and, 

Thomas P. Anderson 
Microfilm File Retrieval Is Faster for Memorials 
Microfilm Readers and Reader-Printers, Users’ Guide to 
Microfilm Saves Space and Personnel 
Micrographics at Pillsbury Co. 

Micrographics in Dallas . 
Micrographics Operation, Chevron Has a High- Quality, 

James C. Judge - 
Micrographics Today and in the Future, Don M. Avedon . . 
Minicomputer Does Airport’s Accounting, Alan Boone 
Minicomputer Does Multiwork for Us, Our, Tom Davis .. . 
Minicomputer Engineering System Expanded into a General 

Business System 
Minicomputer Has Come a Long Way—Fast!, The, Larry J. Wells 
Minicomputer, I Can Program Our, Daniel Foster 
Minicomputer, Requesting Quotations on a, 

A. S. Philippakis & Peter J. Miller .. 

Minicomputer Suppliers 
Minicomputerized Order Entry and Invoicing System, 

Gerald W. Anderson & Philip L. Heppner ..... 
Moving and Modernizing the Office, Checkpoints for, 

Kenneth Parker 
Multimedia System Saves Money for Bank | 
National Business Show in Washington Next Month 
National Computer Conference This Month 
Neocon 9 in Chicago This Month . 

Noise in an Open Office, Masking . 
OCR Data Entry Saves County $300, 000 a Yow 
OCR Data-Entry Systems, Suppliers of __. 

OCR’s Maturing Technology, Herbert F. Schantz 
Office Equipment Industry, Government Impact on the, 

E. Lawrence Tabat . 

Offset Platemakers and Photocomposers, Suppliers of 
Offset Printing Cuts Paper and Postal Costs, Two-Sided 
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Donald F. Krueger 
Paperwork Reduction, Great Potential Savi ings of, Artel Ricks 
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(TITEL) 


MOVE DESKS ANYTIME, ANYWHERE 
with MIGHTY KING DESK LIFT 


wy 
Cael 
“No need to remove anything 
from desk top or drawer 
*Mechanical lift raises desk and locks 
into raised position. 

* Full swivel, roller-bearing casters for 
easy maneuvering on carpeted surfaces. 
* Durable, tubular, steel frame completely 

coated to protect the desk. 
*Pay less for the best units available. 
Choice of four models. 
* Write for descriptive literature and prices 
on our complete line. 
PAT. 3-147-953 


\* 
Saymoud PRODUCTS COMPANY 
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For Complete Information 


stata University 


Microfilms 
international 


Dept. F.A Dept. F.A. 
300 North Zeeb Road 18 Bedford Row 


Ann Arbor, MI 48106 London, WC1R 4EJ 
US.A. England 

















Only good solid value, because Convoy 
Chemboard® storage files give you 
economy and long life. 

Made of extra-heavy fibreboard, Con- 
voy Chemboard storage files are per- 
manently rigidized by our exclusive 
process. 

They allow retention of semi-active and 
inactive files at the lowest possible cost. 
Records are readily accessible because 
of drawer and shell design. 

Shipped ready to use; 21 standard sizes. 
Convoy Chemboard storage files pay for 
themselves by making beauty some- 
thing more than meets the eye. 

Write for free Chemboard sample chip 
and catalog. 


GE CONVOY, INC. 


P.O. Box 8589-H Canton, Ohio 44711 
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A BETTER PRODUCT 
Here’s Why... 


DATAFLE Xm Inserts are 
the Lowest Cost*, 


Come in a Variety of Lengths, 
Colors, and Scoring Widths, 
and Fit all Existing Cross 
Index Systems* * 

*15% to 20% Below Others 

**FLEXOLINE, LINEDEX, VICTOR Systems, etc 


agg 
Easily. . 


Smooth 
Edges. . 
Not rough 
and 
Splintery. 


Full %” 
Typing 
Margin 


Send for your FREE sample today. 
DATASTRIP CORPORATION 
1575 Avon St. Extended 
Charlottesville, Va. 22901 
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Personal Development Can Protect Your Future, 
Franklin E. Banks ... 
Personnel Management, Five Common Sense 7 ™ 
Robert C. Garnier ..... 
Personnel Management, The Paperwork Burden | in, 
Rudolph H. Weber ...... en 
Photocomposers, Suppliers of Offset Platemakers and 
Photocomposing and Word Processing Equipment Today, 
William A. Lippold ...... 
Photocomposing Speed Printing of State’ s Budget, Word Pr ocessing 
and, Paul S. Gakle ; 
Photocomposition Equipment, Inter facing Word Processing and, 
Daniel P. Lavery 
Phototypesetting Cuts Costs for C & P Telephone Co., Joel Curry May, 
Procedure to Playscript, Cor.verting a, Leslie & Ellen Matthies .. Mar., 
Productive Purposes, Could Free Millions for, George D. Gee .... Jan., 
Productivity, Designing the Office for Personnel, H. Albert Phibbs Jan., 
Productivity, How to Improve Employee, Theodore Barry . . Jan., 
Professional Designers Aid Business Planners, Dollie Chapman .. June, 
Purchasing, Promoting Professionalism in Office, Eric H. Bergman Jan., 
Quiets Computer Printers, Pan Am 
Readers’ Forum, 1977 Annual . 
Recording System, Order ... 
Record Keeping, Complexities of Health Care, 
Dr. William H. Kirby Jr. ....... 
Refinished Overnight, Office .... 
Reprographics at a California Public Utility 
Service Bureau Saves Us $25K a Year, Julius K. Nemeth 
Sony’s Office Art Collection ... 
Sorters, Suppliers of Duplicators, Collators and 
Sound Conditioning an Office Meeting Room a 
Syntopican V Word Processing Conference in Oregon This Month June, 
Systems Problems, Try Employee Involvement in, 
Dr. E. Ronald Carruth 
Time Standards, Why We Need Office, Richard L. Ganzi 
Townsend’s Two-Color Zebra-Pony ... 
Training in Social Skills, Don’t Neglect, Dr. Bruce I. Blackstone . 
Typesetter Increases Productivity, Charles G. Polizzi 
Word Center, Florida Farm Bureau’s 
Word Processing and Administrative Support Are the Basis of 
Future Offices, Richard G. Holt : 
Word Processing and Photocomposing Speed Pr inting of State’s 
Budget, Paul S. Gakle 
Word Processing and Photocomposition Equipment, Interfacing, 
Daniel P. Lavery ... 
Word Processing Center Sets Type for In- Plant Printing, 
Mary T. McDonough ... 
Word Processing Center, Technical Dictation Is Routine at 
Hardinge : 
Word Processing Centers, We Miniaturized Our, 
Josephine Arnstein . 
Word Process’ ig Equipment Today, Photocomposing and, 
William A. Lippold 
Word Processing, General Dynamics’ Program of Administrative 
Assistance Emphasizes, Donna J. Williams 
Word Processing, Hospital’s Medical . 
Word Processing, How OCR Is Used in, 1, Stephen R. Silver 
Word Processing, Law Office, Ezra T. Clark [| es 
Word Processing Myth, Administrative Support Is a, Kay siti 
Word Processing Services, Auxiliary, William Young 
Word Processing Success, Maryland Casualty’s, Kay Bierly 
Word Processing Symposium in Chicago Next Month 
Word Processing Systems, Suppliers of Feb., 115; 
Word Processing, The Next Development in, Richard O. Baily . 
Word Processing Training Films, Mary Lou Ballweg 
Word Processor Sets Rock News 
Word Processors, Comparing the Benefits and the Costs oa 
Electric Typewriters and, Ray C. Oman : 
Word Processors Transcribed the Presidential Debates . 
Work Stations on View at Neocon 77, Office 
Your Purpose, Position and Your Preparedness, Jess E. Cook . 
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No mistake about it 


COPY-RIGHT COPYHOLDER 
FOR ERROR FREE TYPING 


Exclusive features: 

Copy always at eye level, 'ine-by-line or 

variable spacing. 

© Independent grippers hold any weight and 
varying thickness copy. 

¢ Turn page clamp eliminates extra work; no 
clips or staples need removal. 

¢ Copy CANNOT slip. Stands independent, no 
holes to drill and no tools needed for 
installation. 

Available in 4 sizes up to 25” wide. $107.00 

for 12” w. 


Corsa) CURTIS-YOUNG 


CORPORATION 


2550 Haddonfield Rd. P.O. Box F 
Pennsauken, New Jersey 08110 ¢ 609-665-6650 




















CAN YOU AFFORD 
TYPEWRITER 
PURCHASING MISTAKES? 


Adler Royal 

IBM SCM 

Olivetti Hermes 

Facit Sperry 
Olympia Remington 


Buyers Laboratory, the indepen- 
dent testing organization, spe- 
cializing in office equipment eval- 
vations, has just released its 1977 
report on ELECTRIC & MANUAL 
TYPEWRITERS. Each machine was 
tested for quality and durability 
and ranked by BLI’s engineering 
staff. This year’s report covers 27 
machines from nine manufactur- 
ers including a special section on 
single element machines from 
ADLER, IBM, OLIVETTI, ROYAL & 
SPERRY REMINGTON. Cost of this 
invaluable 61 page report is 
$55.00. To order return with check 
or P.O. Money refunded in 10 
days if not satisfied. 


BUYERS LABORATORY 


20 Railroad Ave., Hackensack, N.J. 07601 
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Access System, Demonstrators Impelled This Office’s 
Addressing Machines 
AMF Division Likes Its New Offices, This 
Binders, Suppliers of Print-Out 
Binding Equipment 
Binding Is Lipton’s Cup of Tea, Perfect 
Building, A Middle Management Office 
Career Apparel, These Office Employees Like 
COM Eliminates Millions of Bank’s Paper Records 
COM Is Profitable for Tektronix, In-House 
Computer Makes It Easier to Run Three Businesses, 
Walter J. Labermeier 
Computer Protects Another, One, Dan M. Bowers 
Computer Service, Travel Agencies’ .. 
Computer, Small Company Has Big Workload for Its Small .... 
Computer System Saves Us Time and Money, On-Line, 
Robert A. Lehman 
Computer Technology and Applications in the Next Decade, 
Dan M. Bowers 
Computerized System Controls Over 13,000 Customers’ Files .... 
Computers, Users’ Guide to Small Business (Mini) 
Copier Purchase Plan Will Save Purdue’s Dollars, 
Kenneth P. Burns 
Copier Selection Guidelines and Future Market Trends 
Copier Supplies, Buying, Thomas A. Wiegold Jr. .............. 
Copier Toners and Developers, Suppliers of 
Copying-Duplicating at Fluor in Southern California 
Copying, Engineering Office, G. J. Freeman .. 
Copying Equipment, Automatic Control System for 
Data Communications Systems, Dan M. Bowers 
Dated Products Program, University’s 
Dictating Machines, Users’ Guide to 
Electronic Mail, American Express Has Long Used 
Electronic Mail Is Here, Howard Anderson .... 
Electronic Mail, Using Word Processors for, Amy D. Wohl , 
Employee Relations, Right or Wrong in July, 125; Aug., 
Sept., 91; Oct., 61; Nov., 63; Dec., 
Facsimile Equipment, Suppliers of 
Facsimile Increases Opticians’ Efficiency 
Facsimile Message Delivery Service 
Facsimile System, No Keyboarding Needed with, Izak Mutlu .... 
Fax Network, Consumer Product Safety Commission’s 
File Charge- Out System, Electronic 
File Indexing, Color-Coded 
File Stations, Equipping, Thomas Wilds 
Files, Engineering Drawings in Automated .... 
Files of Computer Print-Out, Philadelphia’s Water Cost 
Files, Suppliers of Lateral and Rotary 
Info 77 in New York This Month 
Intercoms Save Time and Money, How .... 
International Paper Co., High-Speed Finishing Systems NG see 
JWT-Atlanta, New Offices Gt. 
Lighting, Energy-Efficient Office, Richard J. Marquard . 
Machine Dealers’ Convention in New York This Month 
Magnetic Cards, Cassettes, Discs and Tapes, Suppliers of 
Mail by Hand, Machines Are Better Than Opening, 
Charles W. Wittman 
Mail Processing at Ciba-Geigy Corp., Zoltan J. Vojta . 
Mailroom Is Terminal for Worldwide Communications . 
Mailroom Machines, DuPont Depends on, S. Arthur Shelley 
Mailroom Operations at B. F. Goodrich Co., John B. Costigan . . 
Mailroom Procedure at Reader’s Digest, Arthur Illiano Jr. . 
Microfilm Applications at Michigan Blue Cross 
Microfilm, Datsun Saves Its Records on 
Microfilm Jackets, A Less Expensive Way to Title ise 
Microfilm Retrieves Millions After Checks Are Stolen 
Microfilm Saves $50,000 Yearly for Flying Tiger Line 
Micrographics for Small Offices, Bonnie Canning 
Minicomputer Calls, “Bingo!” . 
Minicomputer or Use a Data Service?, Install ; a, 
Christopher M. Grejtak 





Minicomputer System, A Method of Choosing a, 
Stephen A. Levine 
Minicomputer Trims Excess Inventory by $600,000, 
L. Jeremy Crews Jr. .......... 
Minicomputers, Big Businesses Also Are Using Small Business, 
Gregg C. Peterson 
Neocon 9, Seen at 
NMA- IMC Midyear Meeting in Washington This Month on 
NOPA Convention and Exhibit Opens in Chicago This Month .. 
CR Remittance Processing 

Open Plan Offices Are Not All Alike 

Partitions, Buyer’s Guide to Movable Office 

Perforators Are Ideal for Coding X-ray Films 

Phone Bills by $2000 a Month, Superscope Reduces 

Phone Costs, Southland Controls Its Long Distance 

Plan Without Walls, Conventional Office 

Records Carrier, New International 

Records Center Serves Its Clients, How This Off-Site 

Records Center, Standard Oil of Indiana’s Personnel, 

Floyd W. Martin 
Records Management Conference in Houston 
Records Management Planning in New Texasgulf Offices 
Ribbon Cartridge Saves Money and Petroleum, Reusable, 

Joseph I. Nemmers 
Secretarial Service, A Successful 
Security, Information Sources for Business, 

Dr. John M. Carroll 
Security Problems, Anticipating, Lou Mills 
Security System Foils the Curious . 

Security System in a Las Vegas Office Building . 
Service Bureau Streamlined Our Inventory Control, 

Michael H. Partin 
Standards, Office Workplace, John I. McGuire 
Stitcher Goes On-Line or Stands Alone, Automatic 
Telephone Systems, Interconnect, H. M. Eaton 
Teleprinters, Some Suppliers of 
Temporary Help Can Do a Wide Variety of Work 
Temporary Help Duplicates 17 Million Feet of Microfilm 
Temporary Help Firm Changes Its Name to Reflect Its Growth 
Temporary Help in Word inniien Centers, Using, 

William Young 
Temporary Help Services . 

Terminals Bring Computer Capability to Users’ Desks 

Terminals, Printing, Dan M. Bowers 

Terminals, Smart and Intelligent, Stephen R. Cottrell 

Terminals, Suppliers of Smart and Intelligent Oct., 
Visual Control Systems 
Wang’s New Offices Are Designed for Its People . Dec., 
Word Processing Applications, Bank Increases Its, 

Alan J. Kirk . Nov., 
Word Processing Been Oversold?, Has, Dr. G. Jay Christensen Sept., 
Word Processing, Career Paths Are Not for Everyone in, 

Phyllis Smoot Dec., 
Word Processing Center, A One- Person, Colleen Cody Aug., 
Word Processing Center, From Typing Pool to Sept., 
Word Processing Center Must Maintain Quality Oct., 
Word Processing Cente, We Redesigned the Jobs in Our, 

Dale R. Congdon Nov., 
Word Processing Centers, Using Temporary Help in, 

William Young Aug., 
Word Processing in an Office that Started with Quill Pens Nov., 
V/ord Processing, Magnetic Media for, Amy D. Wohl Aug., 
Word Processing, Measurement in, Robert W. Roshto Nov., 
Word Processing Productivity, NCR Increases Its Aug., 
Word Processing Report Service, A New Aug., 
Word Processing, Rotating Personnel for, Mary Jane Ornelas . Oct., 
Word Processing Symposium in Atlanta This Month Oct., 
Word Processors for Electronic Mail, Using, Amy D. Wohl Nov., 132 
Word Processors, Physically Handicapped Are Great, 

Paula Hantman , Nov., 44 
Word Processors, Users’ Guide to Nov., 122 

All issues available on microfilm from Xerox University Microfilms, Ann Arbor, Mich. 48106 
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ZAL_L. CLARK COPY 
CHEMICALS 
bs aaa: 


FOR ALL ELECTROSTATIC PHOTOCOPY 
MACHINES are developed and formulated ex- 
clusively by CLARK COPY IN ee eer 
AL RE ARCH and all CLARK COPY 
CHEMIC 4 4 & TONERS are manufactured 
cone 

CL ARK COPY INTERNATIONAL. 


WHAT DOES THAT MEAN TO’ YOU? 


© Best Prices 
e ited Copies Fee Fillin, re abe bh aaa ) 
®@ More Intense Blacks 
@ No Smears, Greys or bey 
© Sharper Contrast 
. Consistent Performance 
° Oe ality You C. an Depe nd On 
UARANTEEL 











8121 N. Austin Ave.. Morton Grove, Il. 64 
Telex: 253691 CLARKCOPY MGVE ® Phone 312 966-5110 
YOU DESERVE THE BEST! 
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at last!... 
the only table-top 
electric paper cutter 


TT nefungonyplo- LAF 


the precision Paper Cutter 








gs ° & 


Perfect for mimeo, spirit and 
duplicating. Cuts a ream of 
letter size in seconds; much 
easier to use. No hassle with 
heavy handles. Paper to 

14'x 20". Low cost. 


Write for FREE illustrated booklet 
describing series of easy-to-operate 
paper cutters, manual and electric. 


Michael Business Machines 
145 West 45th St., New York 10036 


Selected Dealers all over U.S., Can. TO-12 
Circle Reader Service Card No, 538 


139 


CORPORATION 























prenieie: 

















